
 

INSTRUCTIONS ON HOW TO UPLOAD A SEALED TENDER SUBMISSION ON ICAO TENDERING WEBSITE 
 
 
 
STEP 1: Go to www.icao.int/procurement and logon to ICAO tendering web site using your credentials: Username and 
Password 

 

 

 

STEP 2: Click on link My Tenders 

 

  

http://www.icao.int/procurement


STEP 3: Click on the link for the sealed tender you have already registered for: in this example 12500576 E-RECRUITMENT 
SYSTEM 

 

 
STEP 4: Click on link Submit Documentation 

 



STEP 5: Click on link +Add to add an electronic copy of your offer 

 

STEP 6: Click on button Browse to locate the electronic file you want to upload for the tender. Once the document is 
located, selected and the document title is assigned, please click on Submit.  

 

STEP 7: The following window appears when file upload is completed. You may click on +Add to upload another file(s); 
click view/delete to view or delete the uploaded file or Return to Notice if you have finished with uploading.  

 



STEP 8: The following window appears after you have completed all uploads and clicked on Return to Notice in the 
previous screen.  

 
 
 

 
This will complete uploading of your offer in response to a tender. Please note that you may edit your 
submission by removing the uploaded files or adding another file(s) until the closing date and time set for 
submission of the tender. The closing time refers to Montreal Time (Eastern Time, US & Canada). 

 

Please note that the maximum individual file size allowed is 30 MB (30,000,000 bytes). 


